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NOTICE
Prospective offerors who have received this document from a source other than the Issuing Office should
immediatdly contact the Issuing Office and provide their name and mailing address o that the amendments
to the RFP or other communications can be sent to them.

Minority Business Enter prises are encour aged to respond to this Solicitation



STATE OF MARYLAND
NOTICE TO VENDORS/CONTRACTORS

In order to help usimprove the quality of State bid and proposal solicitations, and make our
procurement process more responsve and "business friendly,” we ask that you take a few minutes and
provide comments and suggestions regarding the enclosed solicitation. Please return your comments
with your bid, proposd, or "no bid," asthe case may be. Thank you for your assstance.

Bid/Proposa Number: entitled: Contractua Travel Services Procurement._
1. If you have responded with a"no bid", please indicate the reason(s) below:

Q

o O O O O

o O O O O

Q

Q

Other commitments preclude our participation at thistime.

The subject of the solicitation is not something we ordinarily provide.

We are inexperienced in the work/commodities required.

Specifications are unclear, too restrictive, etc. (Explainin REMARKS section.)
The scope of work is beyond our present capacity.

Doing business with Maryland Government is simply too complicated. (Explainin REMARKS
section.)

We cannot be competitive. (Explainin REMARKS section.)

Time allotted for completion of the bid/proposal isinsufficient.

Start-up timeisinsufficient.

Bonding/Insurance requirements are restrictive. (Explainin REMARKS section.)

Bid/Proposal requirements (other than specifications) are unreasonable or too risky. (Explainin
REMARKS section.)

MBE requirements. (Explainin REMARKS section.)

Prior State of Maryland contract experience was unprofitable or otherwise unsatisfactory. (Explain
in REMARKS section.)

Payment schedule too slow.

Other:

2. If you have submitted a bid or proposal, but wish to offer suggestions or express concerns, please use the
Remarks section below. (Usereverse or attach additional pages as needed.)

REMARKS:

Vendor Name:

ContactPerson:

Address:

Date

Phone ( ) -







KEY INFORMATION SUMMARY SHEET
STATE OF MARYLAND
Request for Proposals
Contractual Travel Services

DBM 2001-1 Travel

RFP Issue Date: April 11, 2000
RFP I ssuing Office: Department of Budget and M anagement
Procurement Officer: Jane Bailey

Office Phone: 410-260-7678
Fax Phone: 410-974-3274
email: jbailey@dbm.statemd.us

Proposal(s) areto be sent to: Jane Bailey
Department of Budget and M anagement
Division of Policy Analysis
45 Calvert Street — Room 137
Annapolis, Maryland 21401

Pre-Proposal Conference: April 25,2000 at 2:00 pm
Briefing Center — 1% Floor
45 Calvert Street
Annapolis, Maryland 21401

Closing Dateand Time: May 8, 2000, 12:00 pm

NOTE
This RFP is available on the Internet at http:/Mww.dbm.statemd.us or diskettein MS Word. Potentia
Offerors wishing to receive this information on diskette may submit awritten request long with a blank
formatted 3-1/2" IBM compatible diskette to the Issuing Office. Information supplied on diskette or
obtained viathe Internet is for convenience only. For copies of the written document, contact the Issuing

Office.
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SECTION 1 - GENERAL INFORMATION
11 SUMMARY STATEMENT

The Department of Budget and Management is soliciting proposals to acquire the services of one (1)
contractor to provide travel servicesfor State agencies. The contract for these services will be for aperiod
of two (2) years beginning with the written notice to proceed by the Issuing Office, with two (2) one (1)
year options.

The contract made pursuant to this Request for Proposa (RFP) applies to departments and agencies of the
Executive Branch of the State of Maryland, with the exception of the University of Maryland System. Use
of the contract is mandatory for State travel; however, where emergencies or unusua operating conditions
arise, or for conference travel when specid rates can be obtained only from the organizer, State agencies
may make dternative arrangements as appropriate under the circumstances.

The contract is scheduled to be awarded during June, 2000. The winning vendor will be expected to
provide services beginning in early July, 2000.

1.2 ISSUING OFFICE

The sole point of contact in the State for purposes of this RFP is the Procurement Officer at the Issuing
Office address listed below:

Jane Bailey, Procurement Officer
Department of Budget and Management
Divison of Policy Andyss

Trave Management Office

45 Calvert Street — Room 137
Annapolis, Maryland 21401
Telephone #: 410-260-7678

Fax #: 410-974-3274

1.3 PRE-PROPOSAL CONFERENCE

A Pre-Proposa Conference will be held on April 25, 2000 beginning at 2:00p.m. a 45 Cavert Street,
Anngpoalis, Maryland in the first floor Briefing Center. Attendance at the Pre-Proposal Conferenceis not
mandatory but al interested offerors are encouraged to attend. In addition, attendance may facilitate the
offeror=s ability to meet MBE gods.

All quegtions, either verbd or written, should be submitted in atimely manner. In the case of questions not
received in atimey manner, the Procurement Officer shdll, basad on the availability of time to research and
communicate an answer, decide whether an answer can be given before the proposa due date. Answers
to dl subgtantive questions which have not previoudy been answered will be distributed to dl vendors who
are known to have received the RFP.



14  CLOSING DATE

An origind and 5 copies of each proposd must arrive at the Issuing Office by May 8, 2000, no later than
3:00 p.m. loca time, in order to be consdered. Requests for extenson of this date or time will not be
granted. Offerors mailing proposds should dlow sufficient time to ensure timely receipt a the Issuing
Office. Except asprovided in COMAR 21.05.02.10, proposas or unsolicited amendments to proposas
arriving after the closng time and date will not be consdered. Proposals ddivered by facsmile will not be
considered.

1.5 DURATION OF OFFER

Proposa's submitted in response to this RFP are irrevocable for 120 days following the closing dete. This
period may be extended at the Procurement Officer’ s request only by an offeror’ s written agreement.

16 REVISONSTORFP

If it becomes necessary to revise this RFP, amendments will be provided to al prospective offerors that
were sent this RFP or otherwise are known by the Procurement Officer to have obtained this RFP.
Acknowledgement of the receipt of al amendments to the RFP must accompany the offeror=s proposal.

Failure to acknowledge receipt does not rdieve the offeror from complying with al terms of any such
amendment.

1.7  CANCELLATIONS; DISCUSSIONS

The State reserves the right to accept or rgect any and dl proposals, in whole or in part, received in
response to this RFP, to waive or permit cure of minor irregularities, and to conduct discussons with dl
qudified offerorsin any manner necessary to serve the best interests of the State of Maryland. The State
aso reservesthe right, in its sole discretion, to award a contract based upon the written proposas received
without prior discussons or negotiations.

18 ORAL PRESENTATION

Offerors may be required to make individua presentations to State representatives in order to clarify their
proposds. Any statement made by an offeror during an ord presentation that Sgnificantly dtersits proposd
must be reduced to writing. Any such written submission becomes part of the offeror’s proposa.

19 INCURRED EXPENSES

The State will not be respongible for any costs incurred by an offeror in preparing and submitting a
proposd, in making an ord presentation, in providing ademondration, or in performing any other activities
relative to this solicitation.



1.10 ECONOMY OF PREPARATION

Proposd's should be prepared smply and economicdly, providing a straightforward, concise description
of the offeror's proposa to meet the requirements of this RFP.

1.11 DISPUTES

Any dioutes rlative to this solicitation shdl be subject to the provisons of COMAR 21.10 (Adminigrative
and Civil Remedies).

112 MULTIPLE OR ALTERNATIVE PROPOSALS
An offeror may not submit more than one proposd. Multiple or dternative proposas will not be accepted.
113 ACCESSTO PUBLIC RECORDSACT NOTICE

An offeror should identify those portions of its proposal that it considers confidential, proprietary
commercid information or trade secrets, and provide, upon request, judtification why such materids, if
requested, should not be disclosed by the State under the Access to Public Records Act, Title 10, Subtitle
6, of the State Government Article of the Annotated Code of Maryland. Offerors are advised that, upon
request for this information from a third party, the Procurement Officer will be required to make an
independent determination whether the information may be disclosed (see COMAR 21.05.08.01).

1.14 OFFEROR RESPONSIBILITIES

The State will enter into contractud agreement only with the selected offeror. The sdected offeror shdl be
responsgible for al products and services required by this RFP. Except as noted below, subcontractors,
if any, mugt be identified and a complete description of their role relative to the proposa must beincluded
inthe proposd. Subcontractors retained for the purpose of meeting the established MBE participation goa
for this solicitation must be identified as provided in Attachment D of this RFP.

1.15 MANDATORY CONTRACTUAL TERMS

By submitting an offer in response to this RFP, an offeror, if sdected for award, agreesto the terms of this
RFP and the provisons in Attachment A. Any exceptions to this RFP or the Contract must be clearly
identified in the technical proposal. A proposa that takes exception to these terms may be rejected.
1.16 BID/PROPOSAL AFFIDAVIT

All proposas submitted by an offeror must be accompanied by a completed Bid/Proposd Affidavit. A copy
of this Affidavit isincluded as Attachment B of this RFP.



1.17 CONTRACT AFFIDAVIT

All offerors are advisad that if acontract is awarded as aresult of this solicitation, the successful offeror will
be required to complete a Contract Affidavit. A copy of this Affidavit isincdluded for informationa purposes
as Attachment C of this RFP. This Affidavit need not be submitted with an offeror's proposa but must be
provided upon notice of contract award.

1.18 MINORITY BUSINESS ENTERPRISES

A minority business enterprise participation goa of 10% has been established for Contracts resulting

from this RFP. MBE participation in work performed under this contract will be monitored by the State.
See Attachment D for detalls.

A current directory of MBEsis available through the Maryland State Department of Trangportation,
Office of Minority Business Enterprise, P. O. Box 8755, B.W.I. Airport, Maryland 21240-0755. The
phone number is (410) 865-1244.

The directory isaso available at http:/Awww.mdot.state.md.us and select the MBE Program label. The
mogt current and up-to-date information on MBE' sis available on thisweb ste.

1.19 ARREARAGES

By submitting a response to this solicitation, the offeror representsthat it is not in arrears in the payment of
any obligations due to the State of Maryland, including the payment of taxes and employee benefits, and
that it shall not become in arrears during the term of this contract if selected for the contract award.

1.20 STESURVEY

A gte survey for ingpection and verification of RFP requirements and proposd commitments may be
accomplished at the discretion of the Sdlection Committee/Procurement Officer.

1.21 PROCUREMENT METHOD

This contract will be awarded in accordance with the competitive sedled proposal process under Maryland
Code of Regulations (COMAR) 21.05.03.

122 CONTRACT DURATION
The contract resulting from this RFP shdl be for the period beginning on or about July 1, 2000 and ending
on or about June 30, 2002. The State, at its sole option, shdl have the right to extend the contract term for

two additional, successve one-year terms.

1.23 CONTRACT TYPE



The contract shall be afixed priced, indefinite quantity contract as defined in COMAR 21.06.03.
1.24 RECIPROCAL PREFERENCE

Although Maryland law does not authorize procuring agencies to favor resdent Offerors in awarding
procurement contracts, many other states do grant their resident businesses preferences over Maryland
contractors. Therefore, according to COMAR 21.05.01.04, the Department may gpply, where applicable,
the same preference againgt an out-of-State business that the business' s home state would apply against
avendor whaose principd office or base of businessislocated in Maryland.



SECTION 2 - DESCRIPTION OF REQUIRED SERVICES AND DELIVERABLES
21 BACKGROUND

The objective of this program isto establish a convenient, services oriented corporate travel mechanism that
provides efficient and economica travel services to State employees traveling on officid business.

2.2  SCOPE OF SERVICES

Our State' stravel program includes the following components. a State Travel Management Office
located in the Department of Budget & Management for program administration, a contractor for travel
sarvices such as ticketing/reservations, a contractor for credit services for charging State agency
common carrier accounts, and the State agencies to be serviced.

Executive Branch agencies must use the program except where emergencies or unusua operating conditions
arise, or for conference travel when specid rates can be obtained only from the organizer. Under these
circumstances, State agencies may make aternative arrangements as gppropriate. The Legidative and
Judicid Branches may, but are not required to, participate in the program. The University of Maryland
System hasitsown travel program and will not participate in the State travel program.

State travel expenditures for common carrier tickets for caendar year 1999 was $2.3 million. Thisfigure
represents 7,400 tickets of which approximately 75% were e-tickets. For informational purposes, a
scheduleis atached (Attachment E) that reflects agency utilization by gpproximate common carrier volumes.

The State makes no guarantee of volume.

State agencies will ded directly with the travel services contractor for the day-to-day provison of travel
sarvices. Typicdly, State Executive agencies cal the travel services contractor to make transportation
arangements. Trave authorization is communicated to the travel services contractor by the traveer in the
form of acontrol number obtained through the control number system established by the State. The travel
contractor makes the reservation, in accordance with established State policies, and places it in an
automated queue for review by the Staie's Travel Coordinator in the State Travel Management Office. The
State Travel Coordinator reviews reservations for gppropriate authorization, billing, delivery location and
fare policy. The State Travel Coordinator notes the reservation as OK (or not OK) and placesit into the
travel contractor’s queue for ticket issue. The travel contractor normally ddlivers tickets and itineraries about
two weeks before travel occurs.

Common carrier fees (and sarvice feesif gpplicable) usudly will be charged to State agency businesstravel
accounts established with the credit contractor for the State Travel Program. (Other travel costs such as
renta cars, hotels, and meals, are normaly paid by the traveler and reimbursed by the State, or charged
to a State corporate card.) Agencies pay the credit contractor directly for trangportation expenses charged
on the agency business travel account. Discrepancies in billing between the travel contractor and State
agencies will be adjusted with the State agency concerned and the State Travel Coordinator.



The State intends to continue to use amgjor corporate credit contractor for payment of common carrier
ticket expenses. The current credit contractor is American Express Corporation. State agencies are
provided with an agency business travel account(s) for charging common carrier trangportation. The
selected travel contractor is required to coordinate with the credit services contractor as required for travel
contractor Sart-up, reconciliation of travel and credit reports, and smooth on-going functioning of the State
travel program.

23  OFFEROR REQUIREMENTS
23.1 Policy

It isthe States sintent to obtain the lowest reasonable fares and rates possible for authorized officia State
travel in accordance with State Travel Regulations. (See Attachment F) Any State negotiated travel rates
will be utilized whenever logicd to do so. Travelers are to be queried as to acceptable times, locations, and
conditions of tickets acceptable so that the lowest reasonable fares are identified. Minima changes that
would result in materidly lower fares should be reviewed with traveers. The following factors must be
considered when making reservations.

a Routing: In dl cases, the least expensive routing will be recommended to State travders evenif it
resultsin separate tickets. Although lower cogt optionsinvolving downline changes of carrier shall
be offered, the travelers shall be advised of the potentid problems associated with carrier changes.

b. Dedaysin-Route: Delays-in-route that will not delay atraveler’ sarrivd at destination by more than
two (2) hours actud trave time within the same caendar day travel was begun and that result ina
material cost benefit to the State will be recommended to State travelers.

C. Full Fares: Full fares may be recommended only if no other reduced fares are available. The
selected offeror will furnish gppropriate documentation for each fare used.

d. Trave Incentives Trave incentives, premiums, gifts, awards or prizes offered by arlines and other
cariersshdl be refused in the interest of obtaining the lowest possible fares. Awards accrued from
these programs shdl be used for officid State travel whenever possible.

e Departure Dates. Alternate departure and return dates and times will be proposed to travelersin
the interest of obtaining the lowest possble fares. Traveler's preferences shdl be the find
determination of departure and return dates and times.

f. Fare Quotes: A fare will be quoted for every reservation and recorded in each passenger name
record (PNR). Queues sent to the State travel coordinator shal note refusal of lower reasonable
fares.

The contractor will pay to the State agency the difference between the fare charged and the lowest fare
available at the time of booking consstent with the State' s policy, unless the lowest fare option is refused
by the traveler. All refusds shdl be documented and reported to the State Travel Management Office.



2.3.2 Sarvicesto be Provided

Offerors must respond to each of the minimum requirements listed below and may offer enhancements.

a. Transportation Services

(1) The contractor shall make reservations, issue and ddiver tickets for air, rail, and ship
trangportation. In addition, the offeror shal make reservations for ground transportation
If requested. Air passenger tickets must be issued only from approved ticket stock. The
offeror will assure that its procedures conform/accommodate State Travel Regulations and
Policies when conducting State business.

(2) The contractor shdl notify passengers of any adjustments for any change(s) in flight, train,
or ship schedules. Tickets and hillings shall be modified or re-issued to reflect these
changes.

(3) The contractor shdl make atimely effort to notify travelers of airport closings, cancdlled
or delayed flights, trains, or voyages.

(4) The contractor shdl notify passengers of specid circumstances related to trangportation,
e.g., code sharing and ticketless travel arrangements.

(5) The contractor shdl provide to the State reservation and ticketing services normally
accorded corporate or private travelers. These services shal include a 24-hour, toll free
number avalable to travelers for emergency itinerary changes and other emergency
sarvices outsde regular business hours, including prepaid tickets. (NOTE: The contractor
shal be responsible for ensuring that any subcontractor providing emergency service
complies with al conditions of the contract and that such subcontractor shal have access
to appropriate records.) Collect call access does not satisfy this requirement.

(6) The contractor shal provide advance seat assgnment, advance boarding passes, and last
seet availability on dl arlines for which they can offer these services.

(7) The contractor shall audit al fares on the date of ticketing. In the event carriers reduce
fares, the offeror shdl rebook to lower fare if economicdly feasble and, as necessary,
reissue tickets at the lower rate.

(8) The contractor shal waitlist unavailable non-pendty lower fares on dl flights booked by
the State. Upon waitlist clearance, tickets shal be re-issued to reflect the lower fares.

(9) The contractor shall keep a permanent record (hard copy, microfiche, etc.) of al PNRs
for at least three (3) years after contract termination.



(10) Eachticket itinerary issued by the contractor will reference the appropriate State  agency
account and authorization numbers.

(11) A copy of theitinerary for each ticket issued must be provided to dl State agency travel
coordinators on amonthly basis.

(12) The contractor shal maintain profiles on travelers containing information regarding home
and business phone numbers, agency account numbers, specid med and seating
preferences.

b. Theofferorsshdl provide the cgpability to fully coordinate dl agpects of cabinet-levd employee
travel, Governor's oversess trade mission travel, and executive group travel (up to 100
travelers) both domedticaly and internationaly.

c. Internationa Travel Services: In addition to requirements above, thefollowing shdl apply  to
internationa travel. The contractor shall:

(1) Be knowledgegble of, provide advice, and arrange for internationd travel, including
reservations and ticket delivery for air, rall, or ship trangportation and reservationsfor car
rental, charter bus services, and hotel/motel accommodations.

(2) Provide travelers with advice on necessary hedth requirements, including types of
inoculations and vaccinations ether required or suggested for foreign trave.

(3 Provide, upon request, information and advice on conditions a the various foreign
degtinations, including climatic conditions, types of clothing which are gppropriate or
essentid, nationd and religious holidays, location of American embassies and consulates,
etc.

(4) Provide technical advise on such matters as foreign currency exchange rates and
transactions, securing auto insurance in conjunction with foreign car rentds, excess
baggage requirements and fees.

(5) Provide passport and visa gpplications for foreign travel. Any capability the contractor
has for obtaining passports/visafor the traveler will be considered an enhancement.

d. Lodging Services:

(1) The contractor shdl provide lodging reservations, this service shdl include initiating and
confirming reservations and confirming the rate a which the reservation is made.

(2) The contractor shdl offer to book lodging & the lowest discounted rate whenever possible.
Final sdlection of accommodeations rests with the traveler.



Any exceptions to use of the lowest available rates that are reasonable under the
circumstances for lodging must be judtified by the State Agency and documented by the
contractor.

(3) The contractor shdl have the ability to negotiate rates and book lodging for
conventions/mestings.

e. Rentd Vehide Sarvices The contractor shdl reserve commercid rentd vehicles a the lowest
rate possible, confirm the rate a which the reservetion is made, and include such information
onthetraveer’sitinerary. Vehicle Sze and operaing (mileage) costs must be consistent with
the minimum sze vehicle needed to achieve the traveler’s misson and Stat€'s interest in
economy. Rentd rates established by the State shall be used if they are more economica than
rates available to the State through the contractor. In addition, the contractor shal arrange bus
charters at the most economical rate.

Any exceptionsto use of lowest available rates that are reasonable under the circumstances for
rental vehicles must be judtified by the State agency and documented by the contractor.

f. Travders ltineraries/Invoices. The contractor shal provide each traveler and the traveler’s
agency with a complete written trip itinerary/invoice including, but not limited to, the following
information:

(1) Carriery(s);
(2) Hight, train, and voyage number(s);

(3) Departure and arriva dates and timesfor each segment of thetrip, seet assgnments, meds
or other amenities provided;

(4) Reservation information for ground trangportation (e.g., limo service) at destination(s);

(5) Name, phone number and location of hotel/motels and room rates booked by the
contractor at each destination;

(6) Name and location of rental car agency, renta rates, and car type booked by the
contractor a each destination;

(7) Ticket number, amount billed to agency account, and agency account and authorization
numbers,

(8) Specid circumdgtances related to the traved (e.g., commuter service, unusud hotel
cancedlation policy, €tc.).

10



g. Ticket Ddivery: The contractor shal provide (a a minimum) bi-weekly ddivery of paper tickets,
itineraries and boarding passes (if gpplicable), as determined necessary by the dient Departmerntt,
Division, Ingtitution or Office in a seded envel ope addressed to the gpproved agency contact.

There are gpproximately 125 different possible delivery locations. (A copy of the delivery
locations can be made available upon request.) Paper tickets routindy shdl be provided not later
than five days in advance of scheduled travel date unless the State agency otherwise requests.

The contractor may select the method of ticket ddivery to each agency; however, the
contractor remains responsible for the tickets until they are received and receipted by the agency
ddivery point. The contractor shall keep a record of ticket ddiveries and agency sgnature
receipts for tickets.

h. Management Reports. The contractor shdl provide the following management information and
reconciliation reports of travel and credit servicesto the State Travel Management Office. A
sample of reporting capability is desirable.

(2) A monthly sales activity report shal be supplied to the State Travel Management Office
within fifteen (15) days of the end of the cdendar month. This report shdl reflect dl officid
sdes or booking activity for each State agency. This report is to be reconciled by the
offeror with the information supplied to them by the State’ s credit contractor.

(2) Itemized, semi-annua passenger listing (Cost Savings Report) shdl be supplied, in
duplicate, for each State agency. These reports will identify the State agency account by
name and the agency’s Business Travel Account (BTA) number. Indicate how the
following information will be presented in report form (provide samples).

(&) State Authorization Number for the travel identified.

(b) Thefull name of each traveer, carrier, fare basis, and origin and destination points.

(c) Ticket number, BTA account number, and travel dates.

(d) Trangportation charges by mode of trave for each trip; the lowest sandard full fare
for the trip, the lowest fare available, and the actual transportation charge. The
difference between actud transportation charge and the lowest standard full fare
will dso beitemized (identified as cost avoidance).

(e) Refusds by the traveler to accept offeror recommended air or rail arrangements
if such arefusd resultsin greater costs to the State agency.

(3) A semi-annud lodging activity report will be furnished, including agency name, travdler’s
name, name and location of hotel, number of room nights, and rate charged.

(4) A semi-annud rentd vehicle report will be furnished for rental vehicles, including agency

11



name, traveer’ s name, car rental company and location, vehicle type, and length of rentd.
Incluson of car renta rates will be considered an enhancement.

(5) Semi-annua summary report by State agency, including total number of transactions and
dollars spent on common carrier tickets, hotels, and rentd cars. Report will include year
to date tota's and a comparison of both sx-month periods of the State’ sfiscd year. (See
atachment G)

(6) Monthly report on Service Fees, if any, will be supplied to the State Travel Management
office and to each State agency hilled in a particular month. Information should include
name of agency, traveler’ s names, common carrier fares, type of tickets, fees charged per
ticket and total charges for the month.

The report should be received by the Travel Management Office and the individud State
agencies no |ater than the 15™ of each month. These reports will be required to reconcile
monthly credit contractor statements.

i. Computer Termind: The selected Contractor will supply for the contract duration (on loan) a
computer termina, which will alow for review of the contractor’ s reservetion system and tariffs
(see paragraph 2.2). Thistermind isto be located in the State Travel Management Officein
Annagpalis, Maryland. The Contractor will train the Stat€' s Travel Manager and two additiond
daff inuse. All cogts associated with the termind such as acquisition, ingalation, operations,
line charges, maintenance, and training are to be borne by the salected contractor.

J.  Management: Offerors must specify who will be the Account Manager for this contract. The
Account Manager will cooperate closdly with the State Travel Management Office. At eech
location the successful contractor shdl provide a full-time Ste manager and other personne who
are experienced in arranging domestic and internationa trangportation via al modes and are
familiar with lodging establishments and vehicle rentd firms. The contractor should outline the
degree of dedication and the number of agents to be assgned to the State's account. In
addition, these personnel must o be experienced in operating the automated reservation and
ticketing equipment to be used in performance of the contract. The Ste manager shdl have a
least three (3) years experience, and other key personne (including reservation agents) shall
have at least one (1) full year’s experience in the ddlivery of volume travel services.

k. Experience: Offerorsare required to demondrate their successful experiencein handling volume
corporate travel services. Volume travel services is defined as corporate or governmenta
accounts with annua billingsin excess of $500,000.

I.  The contractor shdl provide at least nine (9) hours of service compdtible with the State's
working hours, 8:00 am. to 5:00 p.m., Monday through Friday. Emergency services outside
working hours shall be provided by the offerors through travel accessto a 24-hour, toll-free
telephone number. The sdected offeror will dso maintain atoll-free “800" telephone number

12



for routine contact from State agencies during working hours.

m. Each offeror shdl have Airline Reporting Corporation (ARC), Internationa Air Travel Agent
Network (IATAN), and AMTRAK approval, and should furnish proof of accreditation and
good standing with their proposa. Offerors shdl dso indicate their authorization to act asan
agent for other rail and ship carriers, and list membership in professiond travel organization.

Proof of such authorizations and professional memberships should accompany proposas.

n. The contractor shdl have procedures and automated capability to monitor on a continuous
bassthe qudity of travel services, and to ensure the lowest available fare. The contractor must
a0 have automated cgpability to complete pre-trip audits to ensure that the bookingsfares are
adjugted to the lowest available/reasonable fare. A listing of related procedures and capabilities
must be furnished with each offeror’s proposd. The detalls of these procedures shdl be
provided to the State Travel Management Office for review and gpprova within thirty (30)
days of the notice of contract award. Procedures shdl include a sdlf-ingpection system
covering dl the services to be performed under the contract and shall include a method for
monitoring, identifying and correcting deficiencies in the quality of service furnished the State.

0. The contractor shdl be responsible for implementing the travel program and shdl provide full
services (as detailed in their proposals) to client State agencies at the beginning of the contract
period. Offerorsareto includein proposasther detalled implementation plan for establishing
State travel servicesincluding tasks, schedules, man-hours and State assistance necessary for
implementation. State program oversight and coordination will be through the State Travel
Management Office. Offerors should be prepared to have program fully implemented by July
1, 2000.

p. Attheend of the contract term, the State requires a smooth and orderly trangition between the
contractor and any successor contractor to ensure minimum disruption and avoid decline in
sarvice to using State agencies. Unless otherwise specified by the State, the contractor shal
cooperate and provide to any successor contractor hard copy of all bookings and passenger
name records taken on or before the contract expiration date, for travel taking place after the
termination of the predecessor contract.

The contractor dso shal book al the travel requests it receives prior to the expiration of the
contracts regardless of the date of commencement of travel.

g. Stae agencies shdl be entitled to credit for unused refundable tickets. Refunds shdl be
processed for unused, downgraded or exchanged tickets and shall be made in the form of a
credit refund receipt, with the credit gpplied to the State agency credit account. The contractor
shall process refunds in the same airline reporting corporation period that they are received
from the State agency.

2.3.3 Gengrd Requirements
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a. PC Microcomputer Diskettes/'Tapes. Proposas shal describe offeror capability to provide
management report requirements eectronicaly in addition to hard copy.

b. Information Offerors shdl indude plansfor ddivering training and information for trave services
to dl affected State agencies wherever they may be located. The contractor must be prepared
to print pocketsize pamphlets listing procedures for travelers to use when making travel
arrangements. Related printed information for the State traveler must be devel oped, updated
and supplied to the State at the contractor’ s expense and at the direction of the State Travel
Manager throughout the term of the contract. Approximately 4,500 pamphlets will be needed
during the length of the contract.

c. Offerorsareto provide the ratio of corporate travel vs. non-corporate travel booked (in terms
of dollars) for 1999 and describe their efforts and capabilities dedicated to corporate travel.
Offerors are to describe specificadly how they will provide for superior corporate travel services
and economy. Specid offeror services, programs, and rates offered to the State should be
explained.

d. Equipment: The offerors shdl specify the location of the fadility be utilized and the approximeate
distance from proposed support facilities to Batimore and Annagpolis, Maryland. The
successful offeror’s proposed facilities shal be equipped with al office equipment, supplies,
tariffs, automated reservation and ticketing equipment, computer systems, communications
sarvices, and rdated items necessary to conduct operations to fulfill the contract requirements.
Thisincludes the capability to automaticaly reconcile common carrier credit reports with the
offerors management/activity reports. Offerors shal include in proposds, in the following
format, the number of units of automated access equipment on hand and operationd by
location/facility proposed.

Manufacturer and

Model Function and Hours of
Of Equipment Number of Units Capability Operation Days of Week

e. Offerorsshdl identify and detail the use of any subcontractors within their proposd. If sdected,
it isthe respongbility of the offeror to assure that subcontractors comply with al conditions of
the contract (also see paragraphs 1.11 and 1.16).

f. Each offeror isto furnish a least one (1) bank credit and financid reference to demondrate to
the State that it has the stability and financia capacity to perform the services.

g. Eachofferor isto furnish at least two (2) current corporate and/or government client references
that may demondrate successful experience with corporate/government accounts Smilar to the
State’ s Sze and nature and one (1) prior account terminated within the last two years.

DESIRABLES
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2.5

Proposas may aso include services for:

Enhanced ticket/itinerary ddliver.

Unique or dedicated services beyond RFP requirements.
Reduced per ticket fee on groups of 10 or more.

Hight insurance.

Wholesale/consolidator tickets.

Negotiations with vendors in the State’ s behalf.

Passport assistance.

Other enhancements.

0O 00000 DO O

It is anticipated that such additiona serviceswill be enhancements, a no cost to the State.
STATE SUPPLIED SERVICES REQUIRED

The offeror isto provide a clear satement of anticipated services or other requirements, if any, to
be supplied by the State during the contract period.

15



SECTION 3 - EVALUATION AND SELECTION PROCEDURE
31  SELECTION PROCESS

The contract will be awarded on the basis of competitive sedled proposas. The basis of selection will be
the evaluation of factors set forth in paragraph 3.2. Technica proposas and financia proposals will be
evauated independently of each other. Technicd merit will recaelve greater weight than financid. Offerors
whose technica proposds are evauated as not susceptible for awvard may be disqualified at that point and
their price proposa may not be opened.

The Procurement Officer may, but is not required to, conduct discusson with respongble offerors
submitting acceptable proposals. Offerors must confirm in writing any substantive ord darifications of their
proposas made in the course of discusson. When in the best interest of the State, the Procurement Officer
may permit qudified offerorsto revise ther initid proposas and submit in writing best and find offers.

Upon completion of dl discussions, negatiations, reference checks and ste vidts, the Procurement Officer
will recommend award of the contract to the responsible offeror whose proposd is determined to be the
most advantageous to the State.

3.2 EVALUATION CRITERIA
The technica evaluation criteria presented below are listed in descending order of significance.

Services Offered

Management, Organization and gaffing
Capability and Experience

References

Financid Stability

| I W I A

Asdescribed in COMAR 21.05.01.04, aresident business preference will be given if aresponsible offeror
whose principa base of operationsis in another state submits the most advantageous offer, and the other
date gives a preference to its resdents through law, policy, or practice, and the preference does not conflict
with a Federd law or grant affecting the procurement contract. The preference given shall be identicdl to
the preference that the other Sate, through law, policy or practice givesto its resdents.

16



SECTION 4—INFORMATION REQUIRED IN VENDORS PROPOSALS
4.1 GENERAL
Offerors must submit proposalsin two (2) parts:

Volumel - Technicd Proposa
Volumell - Financid Proposa

The proposa should address dl points outlined in the RFP. It should be clear and precisein response to
the information and requirements described in the RFP. A tranamittd letter should accompany the proposdl.
The sole purpose of thisletter isto tranamit the proposd; it should be brief and Sgned by an individud who
is authorized to commit the offeror to the services and requirements as stated in the RFP.

42 FORMAT OF PROPOSAL

421 Volumel —Technica Proposa

Each offeror will be required to submit a separate seded package with an origind and five (5) copies of the
Technicd Proposd. The package should be labeled “ Technica Proposal” and bear the name of the offeror
and the closing date for proposa's on the outside of the package.

Please organize your proposa so that its technicd format relates to RFP evduation criteria and
specifications. Also include:

o Executive Summary
o Statement of the Problem

Project aclear understanding of the project goals, objectives and requirements of the RFP and the scope
of work. ldentify related issues which directly or indirectly must be addressed.

o Proposed Services
Provide a detailed discusson of the company’s service capabilities and gpproaches to address the
requirements outlined in SECTION 2 and additiona requirements identified by the offeror, if any. Fully
explan how the proposed services will satisfy the requirements of the RFP. Indicate al sgnificant
capabilities, tasks, and activities that will be completed to fulfill the scope of work and provide the best
serviceleconomy to the State.

o Experience and Qudificaions of Offerers— See 2.3.3 (g)

Provide references from two (2) current clients with volumes and travel smilar to the State’'s, and one (1)
client who terminated services within the past 12 months. All references should include the
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company/agency’ s name, locaion, dollar volume of annud hillings, and the name, title and td ephone number
of a contact person familiar with the offeror’ s work.

o OfferorsFinancid Stability — See 2.3.3 (f)
The technicd proposd must include:
a Completed Bid/Proposd Affidavit (Attachment B)
b. Completed Certified MBE Utilization and Fair Solicitation Affidavit
(Attachment D, Exhibit A)

4.2.2 Volumell —Financia Proposdl:

An original (1) and five (5) copiesof offeror’sresponse will be placed by offeror in a separ ate,
sealed envelope labeled “ financial proposal” and submitted as part of offeror’s proposal.

For thar financid proposd offerors should submit Attachment H. Al priceslisted on Attachmet H will be
fixed prices. The State shal pay no other costs than those specified on Attachment H.

Offerors must provide their fee structure for ticket transactions for dl four years of the contract agreement.
Falure to provide this information will result in rgection of the offerors proposal.

In order to determine the cost of transaction fees to the State, the evauation committee will use the ticket
volume assumptions shown in Attachment H.1. Attachment H.1 must be completed using the prices quoted
on Attachment H, and included in the Financid Proposal.

The State will require by contract the right to ingpect contractor’ s books during the term of the contract and
for aperiod of three (3) years after the date of termination

18



ATTACHMENTS
In accordance with State Procurement Regulations.

- ATTACHMENT A isthe State's contract most terms are required by Maryland law and is not
required at proposa submisson time. 1t must be completed by the selected Offerors upon
notification of contract award.

- ATTACHMENT B must be completed and submitted with the Technica Proposa.

- ATTACHMENT C isnot required a proposa submisson time. 1t must be submitted by the
selected Offerors a Contract award time,

- ATTACHMENT D-1 must be submitted with the Technica Proposa.

- ATTACHMENT D-2, D-3, and D-4 must be submitted within 10 working days of : (i)
natification that the Offeror is the apparent awardee, or (ii) award of the contract, whichever
comesfirg.

- ATTACHMENT H must be completed, as appropriate, and submitted as the Price Proposal.
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ATTACHMENT A

CONTRACT
THISCONTRACT ismade this day of , 2000 by and
between and the STATE OF MARYLAND, acting

through the MARYLAND DEPARTMENT OF BUDGET AND MANAGEMENT.

IN CONSIDERATION of the premises and the covenants herein contained, the parties agree
asfollows.

1. Définitions
In this Contract, the following words have the meanings indicated:

1.1  “Contractor” means whose principal busness addressis
and whose principa officein Maryland is

1.2  “Depatment” meansthe Maryland Department of Budget and Managemertt.

1.3  “Financia Proposal” means the Contractor’s Financia Proposa dated

14 “Procurement Officer” means

15 “RFP’ meansthe Request for Proposalsfor , No. , dated April
11, 2000.

16 “Stae’ meansthe State of Maryland.

1.7  “Technica Proposa” means the Contractor’s Technical Proposal, dated

2. Scopeof Work
2.1  The Contractor shdl provide travel servicesto units of the Maryland State government. These
services shdl be provided in accordance with this Contract and the following exhibits, which are
attached and incorporated herein by reference. If there is any conflict between this Contract and the
Exhibits, the terms of the Contract shdl govern. If there is any conflict among the Exhibits, the following
order of precedence shal determine the prevalling provison:

Exhibit A - The RFP.

Exhibit B - The Technica Proposa

Exhibit C - The Financid Proposa



2.2 TheProcurement Officer may, a any time, by written order, make changes in the work within the
generd scope of the Contract or the Task Order. No other order, statement or conduct of the
Procurement Officer or any other person shal be treated as a change or entitle the Contractor to an
equitable adjustment under this section. Except as otherwise provided in this Contract, if any change under
this section causes an increase or decrease in the Contractor’s cost of, or the time required for, the
performance of any part of the work, whether or not changed by the order, an equitable adjustment in the
Contract price shdl be made and the Contract modified in writing accordingly. The Contractor must assert
inwriting its right to an adjusment under this section within thirty (30) days of receipt of written change
order and shdl include awritten statement setting forth the nature and cost of such claim. No dam by the
Contractor shal be alowed if asserted after find payment under this Contract. Fallure to agree to an
adjusment under this section shdl be a disoute under the Disputes clause. Nothing in this section shall
excuse the Contractor from proceeding with the Contract as changed.

3. Timefor Performance.

Unless terminated earlier as provided in this Contract, the Contractor shal provide the services for the
period beginning on the date on which the Contract is executed by the Department and ending on June
30, 2002. The State, at its sole option, has the unilaterd right to extend the term of the Contract for up
to two additional, successive one year caendar year terms.

4. Consderation and Payment

4.1 The Contractor shal be paid for services as described in Attachment H to the RFP.
Payment to the Contractor pursuant to this Contract shal not exceed the total sum of $

4.2  Contractor’sfees may be charged to State agency business travel accounts. If payments cannot
be so charged, the State agency may request direct billing by the Contractor. For direct billing, the
Contractor shall prepare and issue to the gppropriate State unit, an itemized invoice which must reflect
the Contractor’ s federa tax identification number, which is . Chargesfor late
payment of invoices, other than as prescribed by Title 15, Subtitle 1, of the State Finance and
Procurement Article, Annotated Code of Maryland, as from time to time amended, are prohibited. The
final payment under this Contract will not be made until after certification is received from the
Compitroller of the State that dl taxes have been paid.

4.3  Inaddition to any other avalable remediesif, in the opinion of the Procurement Officer, the
Contractor fals to perform in a satisfactory and timely manner, the Procurement Officer may refuse or
limit approva of any invoice for payment, and may cause payments to the Contractor to be reduced or
withheld until such time as the Contractor meets performance standards as established by the
Procurement Officer pursuant to this Contract.



5. Confidentiality

Subject to the Maryland Public Information Act and any other gpplicable laws, al confidentid or
proprietary information and documentation relating to ether party (including without limitation, any
information or data stored within the Contractor’s computer systems) shall be held in absolute
confidence by the other party. Each party shdl, however, be permitted to disclose relevant confidentia
information to its officers, agents and employees to the extent that such disclosure is necessary for the
performance of their duties under this Contract, provided the data may be collected, used, disclosed,
stored and disseminated only as provided by and consistent with the law. The provisions of this section
shdl not gpply to information that (@) is lawfully in the public domain; (b)has been independently
developed by the other party without violation of this Contract; (c)was dready in the possession of such

party, (d) was supplied to such party by athird party lawfully in possesson thereof and legdly
permitted to further disclose the information or (€)which such party is required to disclose by law.

6. Non-Hiring of Employees

No employee of the State of Maryland or any unit thereof whaose duties as such employee include matters
relaing to or affecting the subject matter of this Contract shdl, while so employed, become or be an
employee of the Contractor.

7. Disputes

This Contract shdl be subject to the provisions of Title 15, Subtitle 2, of the State Finance and
Procurement Article of the Annotated Code of Maryland, as from time to time amended, and COMAR
21.10 (Adminigrative and Civil Remedies). Pending resolution of a claim, the Contractor shall proceed
diligently with the performance of the Contract in accordance with the Procurement Officer’ s decision.
Unless alesser period is provided by applicable satute, regulation, or the Contract, the Contractor must
file awritten notice of dam with the Procurement Officer within 30 days after the basisfor thecdam s
known or should have been known, whichever is earlier. Contemporaneoudy with or within 30 days of
the filing of anotice of claim, but no later than the date of find payment under the Contract, the
Contractor must submit to the Procurement Officer its written claim containing the information specified
in COMAR 21.10.04.02.

8. Maryland Law

This Contract shal be construed, interpreted, and enforced according to the laws of the State of
Maryland.

9. Nondiscrimination in Employment

The Contractor agrees. (a) not to discriminate in any manner againgt an employee or gpplicant for
employment because of race, color, religion, creed, age, sex, marital status, nationd origin, ancestry, or



physica or menta handicap unrelated in nature and extent so as reasonably to preclude the performance
of such employment; (b) to include a provison similar to that contained in subsection (a), above, in any
underlying subcontract except a subcontract for sandard commercia supplies or raw materids, and (c)
to post and to cause subcontractors to post in congpicuous places available to employees and

gpplicants for employment, notices setting forth the substance of this clause,

10. Contingent Fee Prohibition

The Contractor warrants that it has not employed or retained any person, partnership, corporation, or
other entity, other than a bona fide employee, bona fide agent, bona fide salesperson, or commercia
sling agency working for the Contractor to solicit or secure this Agreement, and that it has not paid or
agreed to pay any person, partnership, corporation or other entity, other than a bona fide employee,
bona fide salesperson or commercid selling agency, any fee or other consideration contingent on the
meaking of this Agreement.

11. Nonavailability of Funding

If the Generd Assembly fails to appropriate funds or if funds are not otherwise made available for
continued performance for any fiscd period of this Contract succeeding the first fisca period, this
Contract shdl be canceled automaticaly as of the beginning of the fiscal year for which funds were not
appropriated or otherwise made available; provided, however, that thiswill not affect ether the State's
rights or the Contractor’ s rights under any termination clause in this Contract. The effect of termination
of the Contract hereunder will be to discharge both the Contractor and the State of Maryland from
future performance of the Contract, but not from their rights and obligations existing at the time of
termination. The Contractor shal be rembursed for the reasonable vaue of any nonrecurring costs
incurred but not amortized in the price of the Contract. The State shdl notify the Contractor as soon as
it has knowledge that funds may not be available for the continuation of this Contract for each
succeeding fiscal period beyond the fird.

12. Termination for Cause

If the Contractor failsto fulfill its obligations under this Contract properly and on time, or otherwise
violates any provison of the Contract, the State may terminate the Contract by written notice to the
Contractor. The notice shal specify the acts or omissions relied upon as cause for termination. All
finished or unfinished work provided by the Contractor shall, at the State’ s option, become the State' s
property. The State of Maryland shdl pay the Contractor fair and equitable compensation for
satisfactory performance prior to receipt of notice of termination, less the amount of damages caused by
the Contractor’ s breach. 1f the damages are more than the compensation payable to the Contractor,
the Contractor will remain liable after termination and the State can affirmatively collect damages.
Termination hereunder, including the termination of the rights and obligations of the parties, shal be
governed by the provisons of COMAR 21.07.01.11B.






13. Termination for Convenience

The performance of work under this Contract may be terminated by the State in accordance with this
clausein whale, or from time to time in part, whenever the State shal determine that such termination is
in the best interest of the State. The State will pay al reasonable costs associated with this Contract
that the Contractor has incurred up to the date of termination, and al reasonable costs associated with
termination of the Contract; provided, however, the Contractor shal not be reimbursed for any
anticipatory profits that have not been earned up to the date of termination. Termination hereunder,
including the determination of the rights and obligations of the parties, shdl be governed by the
provisons of COMAR 21.07.01.12 (A)(2).

14, Delays and Extensions of Time

The Contractor agreesto perform this agreement continuoudy and diligently. No charges or clams for
damages shdl be made by the Contractor for any delays or hindrances, regardiess of cause, in the
performance of services under this Contract. Time extensonswill be granted only for excusable delays
that arise from unforeseeable causes beyond the control and without the fault or negligence of the
Contractor, including but not restricted to acts of God, acts of the public enemy, acts of the State in
elther its sovereign or contractua capacity, acts of another contractor in the performance of a contract
with the State, fires, floods, epidemics, quarantine restrictions, strikes, freight embargoes, or delays of
subcontractors or suppliers arigng from unforeseeable causes beyond the control and without the fault
or negligence of ether the Contractor or the subcontractors or suppliers.

15.  Suspension of Work

The State unilaterally may order the Contractor in writing to suspend, delay, or interrupt al or any part
of its performance for such period of time as the Procurement Officer may determine to be gppropriate
for the convenience of the State.

16. Pre-Existing Regulations

In accordance with the provisions of Section 11-206 of the State Finance and Procurement Avrticle,
Annotated Code of Maryland, as from time to time amended, the regulations set forth in Title 21 of the
Code of Maryland Regulations (COMAR 21) in effect on the date of execution of this Contract are
applicable to this Contract.

17. Financial Disclosure

The Contractor shall comply with the provisons of Section 13-221 of the State Finance and
Procurement Article of the Annotated Code of Maryland, as from time to time amended, which requires
that every businessthat entersinto contracts, leases, or other agreements with the State of Maryland or
its agencies during a caendar year under which the businessis to receive in the aggregate, $100,000 or
more, shal within 30 days of the time when the aggregate value of these contracts, leases or other
agreements reaches $100,000, file with the Secretary of the State of Maryland certain specified
information to include disclosure of beneficia ownership of the business.



18. Palitical Contribution Disclosure

The Contractor shal comply with the provisons of Article 33, Sections 14-101 through 14-104 of the
Annotated Code of Maryland, which require that every person that entersinto contracts, leases, or
other agreements with the State of Maryland, a county or an incorporated municipdity or their agencies,
during a calendar year under which the person receives in the aggregate, $100,000 or more, shdll, file
with the State Adminidrative Board of Election Laws a satement disclosing contributions in excess of
$500 made during the reporting period to a candidate for eective office in any primary or genera
election. The statement shall be filed with the State Adminigtrative Board of Election Laws. (1) beforea
purchase or execution of alease or contract by the State, a county, an incorporated municipality, or
their agencies, and shdl cover the preceding two cdendar years; and (2) if the contribution is made after
the execution of alease or contract, then twice a year, throughout the contract term, on: (a) February 5,
to cover the 6-month period ending January 31; and (b) August 5, to cover the 6-month period ending
Jduly 31.

19. Retention of Records.

The Contractor shdl retain and maintain al records and documents in any way relaing to this Contract
for three years after find payment by the State of Maryland under this Contract or any gpplicable statute
of limitations, whichever islonger, and shal make them available for ingpection and audit by authorized
representatives of the State, including the Procurement Officer or the Procurement Officer’ s designee, at
al reasonable times. All records related in any way to the Contract are to be retained for the entire time
provided under this section.

20. Compliance with Laws.
The Contractor hereby represents and warrants that:

A. It isqudified to do busnessin the State of Maryland and that it will take such action as,
from time to time heregfter, may be necessary to remain so qualified,

B. Itisnot in arrears with respect to the payment of any monies due and owing the
State of Maryland, or any department or unit thereof, including but not limited to the
payment of taxes and employee benefits, and that it shal not become so in arrears during
the term of this Contract;

C. It shal comply with dl federd, State and local laws, regulations, and ordinances
gpplicable to its activities and obligations under this Contract; and,

D. It shdl obtain, a its expense, dl licenses, permits, insurance, and governmenta
goprovds, if any, necessary to the performance of its obligations under this Contract.



21. Cog and Price Certification

By submitting cost or price information, the Contractor certifies to the best of its knowledge that the
information submitted is accurate, complete, and current as of the date of its bid or offer.

The price under this Contract and any change order or modification hereunder, including profit or fee,
shall be adjusted to exclude any significant price increases occurring because the Contractor furnished
cost or price information which, as of the date of its bid or offer, was inaccurate, incomplete, or not
current.

22. Subcontracting; Assgnment

The Contractor may not subcontract any portion of the services provided under this Contract without
obtaining the prior written gpprova of the State of Maryland, nor may the Contractor assign this
Contract or any of its rights or obligations hereunder, without the prior written gpprova of the State.,
Any such subcontract or assgnment shdl include the terms of sections 6, and 7 through 21 of this
Contract and any other terms and conditions that the State deems necessary to protect itsinterests.
The State shdl not be respongible for the fulfillment of the Contractor’ s obligations to the
subcontractors.

23. Indemnification

23.1 The Contractor shdl indemnify the State againgt liability for any costs, expenses, |0ss, uits,
actions, or clams of any character arigng from or relaing to the performance of the Contractor or its
subcontractors under this Contract.

23.2 The State of Maryland has no obligation to provide legd counsel or defense to the

Contractor or its subcontractors in the event that a suit, claim or action of any character is brought
by any person not party to this Contract againgt the Contractor or its subcontractors as aresult of or relaing
to the Contractor’ s obligations under this Contract.

23.3 The State has no obligation for the payment of any judgments or the settlement of
any clams againgt the Contractor or its subcontractors as aresult of or relating to
the Contractor’ s obligations under this Contract.

23.4 The Contractor shdl immediately notify the Procurement Officer of any clam or

suit made or filed againgt the Contractor or its subcontractors regarding any metter

resulting from or relating to the Contractor’ s obligations under the Contract, and will cooperate,
assigt, and consult with the State in the defense or investigation of any claim, suit, or action made or filed
againg the State as aresult of or relating to the Contractor’ s performance under this Contract.



24. Administrative

24.1  Procurement Officer. Thework to be accomplished under this Contract shdl be performed
under the direction of the Procurement Officer. All matters relating to the interpretation of this
Agreement shdl be referred to the Procurement Officer for determination.

24.2 Notices. All notices hereunder shdl bein writing and ether ddivered persondly or sent
certified or registered mail, postage prepaid as follows.

If to the State:

Mr. Larry Williams

Department of Budget and Management
45 Cavert St.

Annapolis, Md. 21401

If to the Contractor:

( To be completed )

IN WITNESS THEREOF, the parties have executed this Contract as of the date hereinabove
et forth.

CONTRACTOR

By: Date

Witness:

MARYLAND DEPARTMENT OF BUDGET AND MANAGEMENT

By: Date

Witness:




Approved for form and lega sufficiency this day of

Assigant Attorney Generd

10

2000.



Attachment B

BID/PROPOSAL AFFIDAVIT

A. AUTHORIZED REPRESENTATIVE

| HEREBY AFFIRM THAT:

| am the [titl€e]

and the duly authorized representative of [business]

and that | possessthe legd authority to make this Affidavit on behalf of myself and the businessfor which
| am acting.

B. AFFIRMATION REGARDING BRIBERY CONVICTIONS

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business (asis defined in
Section 16-101(b) of the State Finance and Procurement Article of the Annotated Code of Maryland), or
any of its officers, directors, partners, or any of its employees directly involved in obtaining or performing
contracts with public bodies (as is defined in Section 16-101(f) of the State Finance and Procurement
Article of the Annotated Code of Maryland), has been convicted of, or has had probation before judgment
imposed pursuant to Article 27, Section 641 of the Annotated Code of Maryland, or has pleaded
nolo contendere to a charge of bribery, attempted bribery, or conspiracy to bribein violation of Maryland
law, or of the law of any other state or federd law, except as follows [indicate the reasons why the
affirmation cannot be given and list any conviction, plea, or imposition of probation before judgment with
the date, court, officia or adminidtrative body, the sentence or dispostion, the name(s) of person(s)
involved, and their current positions and responsibilities with the business):




C. AFFIRMATION REGARDING OTHER CONVICTIONS

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its
officers, directors, partners, or any of its employees directly involved in obtaining or performing contracts
with public bodies, has:

@ been convicted under date or federa datute of a crimind offense incident to
obtaining, attempting to obtain, or performing a public or private contract, fraud, embezzlement, theft,
forgery, fasfication or destruction of records, or recelving stolen property;

(b) been convicted of any crimina violation of a state or federd antitrust Satute;

(© been convicted under the provisons of Title 18 of the United States Code for
violation of the Racketeer Influenced and Corrupt Organization Act, 18 U.S.C. "' 1961, et seq., or the
Mail Fraud Act, 18 U.S.C. "' 1341, et seg., for acts arisng out of the submission of bids or proposasfor
apublic or private contract;

(d) been convicted of a violation of the State Minority Business Enterprise Law,
Section 14- 308 of the State Finance and Procurement Article of the Annotated Code of Maryland;

(e been convicted of conspiracy to commit any act or omission that would condtitute
grounds for conviction or ligbility under any law or Satute described in subsection (@), (b), (€), or (d) above;

® been found civilly liable under a date or federd antitrust statute for acts or
omissions in connection with the submission of bids or proposas for apublic or private contract;

()} admitted in writing or under oath, during the course of an officid investigation or
other proceeding, acts or omissons that would condtitute grounds for conviction or ligbility under any law
or statute described above, except as follows [indicate reasons why the affirmation cannot be given, and
list any conviction, plea, or imposition of probation before judgment with the date, court, officid or
adminigrative body, the sentence or disposition, the name(s) of the person(s) involved and their current
positions and respongbilities with the business, and the status of any debarment]:




D. AFFIRMATION REGARDING DEBARMENT

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its
officers, directors, partners, or any of its employees directly involved in obtaining or performing contracts
with public bodies, has ever been suspended or debarred (including being issued a limited denid of
participation) by any public entity, except as follows [list each debarment or suspenson providing the
dates of the suspension or debarment, the name of the public entity and the status of the proceedings, the
name(s) of the person(s) involved and their current positions and responghilities with the business, the
grounds for the debarment or suspension, and the details of each person's involvement in any activity that
formed the grounds for the debarment or suspension:

E. AFFIRMATION REGARDING DEBARMENT OF RELATED ENTITIES

| FURTHER AFFIRM THAT:

1 The business was not established and it does not operate in a manner designed to evade
the gpplication of or defeat the purpose of debarment pursuant to Sections 16-101, et seg., of the State
Finance and Procurement Article of the Annotated Code of Maryland; and

2. The business is not a successor, assgnee, subsdiary, or effiliate of a suspended or
debarred business, except as follows [indicate the reason(s) why the affirmations cannot be given without
qudification]:




F. SUB-CONTRACT AFFIRMATION

| FURTHER AFFIRM THAT:

Neither 1, nor to the best of my knowledge, information, and belief, the above business, has knowingly
entered into a contract with a public body under which a person debarred or suspended under Title 16 of
the State Finance and Procurement Article of the Annotated Code of Maryland will provide, directly or
indirectly, supplies, services, architectura services, construction related services, leases of red property,
or congtruction.

G. AFFIRMATION REGARDING COLLUSION

| FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business has.

1. Agreed, conspired, connived, or colluded to produce a deceptive show of competition in
the compilation of the accompanying bid or offer that is being submitted,

2. In any manner, directly or indirectly, entered into any agreement of any kind to fix the bid
price or price proposa of the bidder or offeror or of any competitor, or otherwise taken any action in
redraint of free competitive bidding in connection with the contract for which the accompanying bid or offer
is submitted.

H. EFINANCIAL DISCLOSURE AFFIRMATION

| FURTHER AFFIRM THAT:

| am aware of, and the above busness will comply with, the provisons of Section 13-221 of the State
Finance and Procurement Article of the Annotated Code of Maryland, which require that every business
that entersinto contracts, leases, or other agreements with the State of Maryland or its agencies during a
cdendar year under which the business is to receive in the aggregate $100,000 or more shadl, within
30 days of the time when the aggregate vadue of the contracts, leases, or other agreements reaches
$100,000, file with the Secretary of State of Maryland certain specified information to include disclosure
of beneficid ownership of the business.

. POLITICAL CONTRIBUTION DISCLOSURE AFFIRMATION

| FURTHER AFFIRM THAT:



| am aware of, and the above business will comply with, Article 33, Sections 30-1 through 30-4 of the
Annotated Code of Maryland, which requires that every person that enters into contracts, leases or other
agreements with the State of Maryland, including its agencies or a palitical subdivison of the State, during
a cdendar year in which the person receives in the aggregate $100,000 or more shdl file with the State
Adminigrative Board of Election Laws a statement disclosing contributions in excess of $500 made during
the reporting period to a candidate for eective office in any primary or generd dection.

J. DRUG AND ALCOHOL FREE WORKPLACE

(Applicableto dl contracts unless the contract isfor alaw enforcement agency and the agency head or the
agency head's designee has determined that application of COMAR 21.11.08 and this certification would
be ingppropriate in connection with the law enforcement agency's undercover operations.)

| CERTIFY THAT:

1. Terms defined in COMAR 21.11.08 shdl have the same meaning when used in this
certification.

2. By submission of its bid or offer, the business, if other than an individud, certifies and
agrees that, with respect to its employees to be employed under a contract resulting from this solicitation,
the business shdl:

@ Maintain a workplace free of drug and acohol abuse during the term of the
contract;

(b) Publish a datement notifying its employees that the unlawful manufacture,
distribution, dispensing, possession, or use of drugs, and the abuse of drugs or dcohal is prohibited in the
business workplace and specifying the actions that will be taken againgt employees for violation of these
prohibitions;

(© Prohibit its employees from working under the influence of drugs or acohal;

(d) Not hire or assign to work on the contract anyone whom the business knows, or
in the exercise of due diligence should know, currently abuses drugs or acohol and is not actively engaged
in abona fide drug or acohol abuse assistance or rehabilitation program;

(e Promptly inform the appropriate law enforcement agency of every drug-related
crime that occurs in its workplace if the business has observed the violation or otherwise has rdiable
information that a violation has occurred;

® Esgtablish drug and dcohol abuse awareness programs to inform its employees
about:



() The dangers of drug and acohoal abuse in the workplace;
(i) The business policy of maintaining a drug and acohal free workplace;

@)  Any available drug and dcohal counsding, rehabilitation, and employee
assgance programs, and

(iv)  The pendtiesthat may be imposad upon employees who abuse drugs and
acohal in the workplace;

(o)) Provide al employees engaged in the performance of the contract with a copy of
the statement required by * 2(b), above;

(h) Notify itsemployeesin the satement required by ' 2(b), above, that as a condition
of continued employment on the contract, the employee shdl:

() Abide by the terms of the statement; and

(i) Notify the employer of any crimina drug or adcohol abuse conviction for
an offense occurring in the workplace not later than 5 days after a conviction;

(0 Notify the Procurement Officer within 10 days after recalving notice under
" 2(h)(ii), above, or otherwise recaiving actua notice of a conviction;

()] Within 30 days after recaiving notice under ' 2(h)(ii), above, or otherwise receiving
actud natice of aconviction, impose ether of the following sanctions or remedia measures on any employee
who is convicted of adrug or acohol abuse offense occurring in the workplace:

() Take gppropriate personnd action againg an employee, up to and
induding termination; or

(i) Require an employee to satisfactorily participate in a bona fide drug or
acohol abuse assstance or rehabilitation program; and

(k) Make a good faith effort to maintain a drug and acohal free workplace through
implementation of * 2(a) - (j), above.

3. If the busness is an individud, the individua shdl certify and agree as st forth in * 4,
below, thet the individua shdl not engage in the unlawful manufacture, digtribution, dispensing, possession,
or use of drugs or the abuse of drugs or dcohal in the performance of the contract.

4, | acknowledge and agree that:



@ The award of the contract is conditiona upon compliance with COMAR 21.11.08
and this certification;

(b) The violation of the provisons of COMAR 21.11.08 or this certification shdl be
cause to suspend payments under, or terminate the contract for default under, COMAR 21.07.01.11 or
21.07.03.15, as gpplicable; and

(© The violation of the provisons of COMAR 21.11.08 or this cetification in

connection with the contract may, in the exercise of the discretion of the Board of Public Works, result in
suspension and debarment of the business under COMAR 21.08.06.

K. CERTIFICATION OF CORPORATION REGISTRATION AND TAX PAYMENT

| FURTHER AFFIRM THAT:

1. The business named aboveisa(domestic ) (foreign ) corporation registered in
accordance with the Corporations and Associations Article, Annotated Code of Maryland, and that it is
in good standing and has filed dl of its annua reports, together with filing fees, with the Maryland State
Depatment of Assessments and Taxation, and that the name and address of its resdent agent filed with the
State Department of Assessments and Taxation is:

Name:
Address:

[1f not applicable, so Sate].

2. Except as vdidly contested, the business has paid, or has arranged for payment of, al taxes
due the State of Maryland and has filed al required returns and reports with the Comptroller of the
Treasury, the State Department of Assessments and Taxation, and the Department of Economic and
Employment Development, as gpplicable, and will have paid al withholding taxes due the Stete of Maryland
prior to fina settlement.

L. CONTINGENT FEES

| FURTHER AFFIRM THAT:

The Contractor warrants that it has not employed or retained any person, partnership, corporation, or other
entity, other than a bona fide employee, bona fide agent, bona fide sdesperson, or commercid sdling
agency working for the contractor to solicit or secure this agreement, and that it has not paid or agreed to
pay any person, partnership, corporation, or other entity, other than a bona fide employee, bona fide



sdesperson or commercid seling agency, any fee or other consideration contingent on the making of this
agreement.

M. ACKNOWLEDGEMENT

| ACKNOWLEDGE THAT this Affidavit is to be furnished to the Procurement Officer and may be
digributed to units of (1) the State of Maryland; (2) counties or other subdivisions of the State of Maryland;
(3) other states; and (4) the federd government. | further acknowledge that this Affidavit is subject to
gpplicable laws of the United States and the State of Maryland, both crimina and civil, and that nothing in
this Affidavit or any contract resulting from the submission of this bid or proposd shal be construed to
supersede, amend, modify, or waive, on behaf of the State of Maryland or any unit of the State of
Maryland having jurisdiction, the exercise of any Statutory right or remedy conferred by the Conditution and
the laws of Maryland with respect to any misrepresentation made or any violation of the obligations, terms,
and covenants undertaken by the above business with respect to (1) this Affidavit, (2) the contract, and
(3) other Affidavits comprising part of the contract.

| DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY
THAT THE CONTENTSOF THISAFFIDAVIT ARE TRUE AND CORRECT TO THE BEST
OF MY KNOWLEDGE, INFORMATION, AND BELIEF.

Date: By:
(Authorized Representative
and Affiant)
BPAFF
7/1/99



ATTACHMENT C
COMAR 21.07.01.25
CONTRACT AFFIDAVIT

A. AUTHORIZED REPRESENTATIVE

| HEREBY AFFIRM THAT:

| am the

(title)
and the duly authorized representative of

(business)
and that | possess the legal authority to make this Affidavit on behalf of myself and the business for which I am
acting.
B. CERTIFICATION OF CORPORATION REGISTRATION AND TAX PAYMENT

| FURTHER AFFIRM THAT:

(1) The business named above is a (domestic ) (foreign ) corporation registered in
accordance with Corporations and Associations Article, Annotated Code of Maryland, and that it isin good
standing and hasfiled all of its annual reports, together with filing fees, with the Maryland State Department of
Assessments and Taxation, and that the name and address of its resident agent filed with the State Department of
Assessment and Taxation is:

Name:

Address:

(2) Except asvalidly contested, the business has paid, or has arranged for payment of , all taxes due the
State of Maryland and hasfiled all required returns and reports with Comptroller of the Treasury, the State
Department of Assessments and Taxation, and the Employment Security Administration, as applicable, and will have
paid all withholding taxes due the State of Maryland prior to final settlement.

C. CERTAIN AFFIRMATIONSVALID
| FURTHER AFFIRM THAT:

To the best of my knowledge, information, and belief, each of the affirmations, certifications, or
acknowledgments contained in that certain Bid/Proposal Affidavit dated , 19 , and
executed by me for the purposed of obtaining the contract to which this Exhibit is attached remains true and correct
in all respects asif made as of the date of this Contract Affidavit and asif fully set forth herein.

| DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE
CONTENTS OF THISAFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE,
INFORMATION, AND BELIEF.



DATE:

BY:

Signature

(Authorized Representative and Affidavit)



Attachment D

STATE OF MARYLAND
DEPARTMENT OF BUDGET AND MANAGEMENT
MINORITY BUSINESS ENTERPRISE PARTICIPATION
INSTRUCTIONS AND FORMS

PURPOSE

The Contractor shdl structure its procedures for the performance of the work required in the
contract to attempt to achieve a 10 percent minority business enterprise (MBE) subcontracting god as
gtated in the Request for Proposals. MBE performance must be in accordance with this Attachment, as
authorized by Code of Maryland Regulations (COMAR) 21.11.03. The Contractor agreesto exercise dl
good faith efforts to carry out the requirements set forth in this Attachmen.

DEFINITIONS

Asusd in this Attachment, the following words have the meanings indicated.

¢

Certification means a determination made by the Department of Trangportation that alegd
entity isaminority business enterprise.

MBE Liason is the employee desgnated to administer the Department=s MBE program.

Minority Business Enterprise or MBE means a legd entity organized to engage in
commercid transactions, that is at least 51-percent owned and controlled by one or more
minority persons. MBE dso incudes a nonprofit entity engaged in promoting the interests
of persons with physical or menta disabilities. An MBE must be certified in order to
participate in the Department=s MBE program.

CONTRACTOR RESPONSIBILITIES

A ceatified MBE subcontract goa of aminimum of 10 percent of the contract value has been
established for this procurement. The Contractor agreesthat at least this amount of the contract will be
performed by certified MBES.

If awarded the contract:

¢

A certified MBE prime contractor shall accomplish an amount of work not less than the
MBE subcontract goal with its own workforce, certified MBE subcontractors, or both.

A non-MBE prime contractor shal accomplish an amount of work not less than the MBE
subcontract goal with certified MBE subcontractors.



C A prime contractor comprising joint venturers shal accomplish the MBE subcontract god
with the workforce of any certified MBE joint venturer, certified MBE subcontractors, or
both.

REQUIREMENTS

C An offeror must submit with its response to this solicitation a completed MBE Utilization
and Fair Solicitation Affidavit (Attachment D-1) whereby the offeror acknowledges the
certified MBE participation god, commits to make a good faith effort to achieve the god,
and affirms that MBE subcontractors were treated fairly in the Solicitation process.

C Within 10 working days from natification thet it is the apparent awardee or within
10 working days following the award, whichever is earlier, the apparent awardee must
provide the following documentation to the MBE Liaison. If the gpparent awardeefailsto
return each completed document, the Department may declare the potential award void.
@ Outreach Efforts Compliance (Attachment D-2)

2 MBE Participation Schedule (Attachment D-3)
3 Subcontractor Project Participation Statement (Attachment D-4)

4 Any other documentation required by the Department=s MBE Liaison to ascertain
offeror responghbility in connection with the certified MBE participation god.

RECORDS AND REPORTS

Contractor shdl:

1.

Submit monthly to the Department a reporting listing any unpaid invoices, over 30 days old,
received from any certified MBE subcontractor, the amount of each invoice and the reason
payment has not been made. (Attachment D-5).

Include in its agreements with its certified MBE subcontractors a requirement that those
subcontractors submit monthly to the Department areport that identifies the prime contract and lists
al payments received from Contractor in the preceding 30 days, as well as any outstanding
invoices, and the amount of thoseinvoices. (Attachment D-6).

Maintain such records as are necessay to confirm compliance with its MBE participation
obligations. These records must indicate the identity of certified minority and non-minority
subcontractors employed on the contract, the type of work performed by each, and the actua



dollar value of work performed.

Consent to provide such documentation as reasonably requested and to provide right-of-entry at
reasonable times for purposes of the State=s representatives verifying compliance with the MBE
participation obligations. Contractor must retain al records concerning MBE participation and
meake them available for Department ingpection for a period of three years after find completion of
the contract.

ATTACHMENTS

D-1 Certified MBE Utilization and Fair Solicitation Affidavit (must be submitted with
proposal)

D-2  Outreach Efforts Compliance (must be submitted by contract awardee within
10 working days of notification of gpparent award)

D-3 MBE Paticipation Schedule (must be submitted by contract awardee within
10 working days of notification of apparent award)

D-4  Subcontractor Project Participation Statement (must be submitted by contract awardee
within 10 working days of natification of goparent award)

D-5 Prime Contractor Unpaid MBE Invoice Report

D-6  Subcontractor Payment Report



ATTACHMENT D-1
CERTIFIED MBE UTILIZATION AND FAIR SOLICITATION

AFFIDAVIT

In conjunction with the offer submitted in responses to Solicitation No.-DBM 2001-1, | affirm the
following:

1 | acknowledge the certified Minority Business Enterprise participation god of
10% percent and commit to make a good faith effort to achieve thisgod.

2. | undergtand that if | am notified that | am selected for contract award, | must submit the
documentation described in Solicitation Attachment D within 10 working days of
receiving notice of the potentia award. If | fal to do so, | understand any apparent
award may be deemed void.

3. In the solicitation of subcontract quotation or offers, Minority Business Enterprise
(MBE) subcontractors were provided not |less than the same information and amount of
time to respond as were non-MBE subcontractors.

4, The soliciation process was conducted in such a manner so as to otherwise not place
MBE subcontractors at a comptitive disadvantage to non-MBE subcontractors.

| solemnly affirm under the pendties of perjury that the contents of this paper are true to the best of my
knowledge, information, and belief.

Offeror Name Sgnaure of Affiant
Address Printed Name, Title and Phone Number
Date



SUBMIT THISAFFIDAVIT WITH PROPOSAL
ATTACHMENT D-2
OUTREACH EFFORTS COMPLIANCE
STATEMENT
In conjunction with the bid or offer submitted in response to Solicitation No. DBM 2001-1 state the
following:

1 Offeror identified opportunities to subcontract in these specific work categories.

2. Attached to this form are copies of written solicitation (with bidding ingtructions) used to
solicit certified MBES for these subcontract opportunities.

3. Offeror made the following attempts to contact persondly the solicited MBES.

4, G Offeror asssted MBEs to fulfill or to seek waiver of bonding requirements.
(DESCRIBE EFFORTYS)

G Thisproject does not involve bonding requirements.
Offeror GDID GDID NOT attend the pre-proposal conference.

G No pre-bid conference was held.

Offeror Name Sgnaure of Affiant

Address Printed Name, Title and Phone Number



Date



ATTACHMENT D-3

| MBE PARTICIPATION SCHEDULE |

Prime Contractor (Firm Name, Address, Phone)

Project Description

Project Number

Total Contract Amount $

Ligt Information For Each Certified MBE Subcontractor On This Project

A. Minority Firm Name, Address, Phone

M BE Certification Number

Work To Be Performed

Project Commitment Date

Project Completion Date

Agreed Dollar Amount

Per centage Of Total Contract

B. Minority Firm Name, Address, Phone

M BE Certification Number

Work To Be Performed

Project Commitment Date

Project Completion Date

Agreed Dollar Amount

Per centage Of Total Contract

C. Minority Firm Name, Address, Phone

MBE Certification Number

Work To Be Performed

Project Commitment Date

Project Completion Date

Agreed Dollar Amount

Per centage Of Total Contract

D. Minority Firm Name, Address, Phone

MBE Certification Number

Work To Be Performed

Project Commitment Date

Project Completion Date

Agreed Dollar Amount

Per centage Of Total Contract

[Minority Firms Total Dollar Amount $

Minority Firms Total Percentage %

Any Additional Comments On Separate Paper

| List Additional MBE Subcontractors Or Provide

Document Prepared By:

Name:

Title:




ATTACHMENT D-4

SUBCONTRACTOR PROJECT PARTICIPATION

STATEMENT

SUBMIT ONE FORM FOR EACH CERTIFIED MBE LISTED IN THE MBE PARTICIPATION
SCHEDULE.

Provided that is awarded the State contract in
Prime Contractor Name

conjunction with Solicitation No. DBM 2001-1, it and

MDQOT Certification No. , intend to enter into a contract by which
Subcontractor shdl

(Describe Work)

G No bonds are required of Subcontractor.
G Thefollowing amount and type of bonds are required of Subcontractor.

Prime Contractor Signature Subcontractor Signature
By: By:

Name, Title and Phone Number Name, Title and Phone Number
Date Date



ATTACHMENT D-5
MARYLAND DEPARTMENT OF BUDGET AND MANAGEMENT
MINORITY BUSINESSENTERPRISE PARTICIPATION
Prime Contractor Unpaid M BE Invoice Report
To be Completed Monthly by PrimeCCme Contractor

Contract #
[Report |
Contracting Unit
Month/Y ear Contract Amount
- MBE Subcontract
Report due by 15th of following month.
Amount
Contract Begin Date
Contract End Date
Services Provided
Prime Contractor Name
Contact Person
Address
City State Zip
Phone Fax
Subcontractor Name Contact Person
Address
City State Zip
Phone Fax

Subcontractor Services Provided

List any unpaid invoices over 30 days old received from thisvendor and reason for non-payment.

1.

3.

Total Amount Unpaid $

**|f morethan one MBE subcontractor isused for this contract, please use separate report forms.

Return one (1) copy of thisform to each of the followingaddr essess:
Contract Monitor Joel B. Leberknight
Department of Budget & Management



(Contracting Unit) 45 Calvert Street
Maryland Department of Budget & Management Annapolis, MD 21401

Signature Date

10



ATTACHMENT D-6
MARYLAND DEPARTMENT OF BUDGET AND MANAGEMENT
MINORITY BUSINESS ENTERPRISE PARTICIPATION
Subcontractor Payment Report
To be Completed Monthly by MBE Subcontractor

|Report | Contract #
Contracting Unit
Contract Amount
Month/Y ear MBE Subcontract
Report due by 15th of following month. Amount
Contract Begin Date
Contract End Date
Services Provided
MBE Subcontractor Name
MDOT Certification #
Contact Person
Address
City State Zip
Phone Fax
Subcontractor Services Provided
List all paymentsreceived from Prime Contractor List datesand amounts of any outstanding invoices.

in the preceding 30 days.

1 1
2 2
3 3

Total DollarsPaid $

Total Dollars Unpaid $

Prime Contractor Name Contact Person

Address

City State Zip
Phone Fax

Return one (1) copy of thisform to each of the following addr esses:

Contract Monitor

Joel B. Leberknight
11




(Contracting Unit) Department of Budget
& Management

Maryland Department of Budget & Management 45 Calvert Street

Annapolis, MD 21401

Signature Date

12



ATTACHMENT E

CALENDAR YEAR 1999 COMMON CARRIER BILLINGS
BY STATE OF MARYLAND AGENCY/DEPARTMENTS

Adminigrative Hearings, Office of

Aging, Officeon

Agriculture, Department of

Assessments & Taxation, Department of

Attorney Generd, Office of the

Bdtimore City Community College

Board of Public Works

Budget and Management, Department of

Business and Economic Devel opment, Department of
Comptroller of the Treasury

Deaf, Maryland Schoals for the

Education, Maryland State Department of

Elections, State Board of

Emergency Management Agency, Maryland
Emergency Medica Service Sysems, Maryland Inditute for
Environment, Maryland Department of

Executive Department

Generd Services, Department of

Governor’s Office for Individud’s w/Disabilities
Hedth and Mentdl Hygiene, Department of

Higher Education Commission, Maryland

Housing and Community Devel opment, Department of
Human Relaions, Maryland Commission on

Human Resources, Department of
Loca Department of Socia Services (23 Locations)

$ Billed
5,761

1,092
31,428
5,283
24,458
25,489
358
23,832
96,461
62,042
658
109,947
1,834
11,613
7,410
53,137
53,054
1,826
1,928
141,911
3,053
40,379
693

61,328
199,316



Insurance Adminigration, Maryland

Juvenile Justice, Department of

Labor, Licensng and Regulation, Department of
Legidative Services, Department of

Lottery Agency, Maryland State

Maryland Energy Adminigtration

Maryland State Police, Department of
Maryland Veteran's Commisson

Military Department

Morgan State University

Natural Resources, Department of

People's Counsd, Office of the

Panning, Maryland Office of

Prepaid College Trust

Property Tax Assessments Appeal Board
Prosecutor, Office of the State

Public Broadcasting Commission, Maryland
Public Defender System

Public Safety and Correctiona Services, Department of

Public Service Commisson

Retirement Agency, Maryland State
Sant Mary's College of Maryland
Stadium Authority, Maryland
Subsequent Injury Fund

Supplementa Retirement, Maryland
Transportation, Maryland Department of
Treasurer’s Office, Maryland State

Veteran' s Home Commission

37,811
37,208
$Billed
59,881
10,803
8,022
3,114
187,289
859
7,203
292,757
44,017
2,236
7,686
937
101
867
93,516
11,542
17,529
13,880
15,390
80,112
9,209
432
3,226
417,757
1,535
244



Workers Compensation Commission 6,083

Workforce Investment Board, Governor’'s 943

Total 2,336,480



ATTACHMENT F

TITLE
BOARD OF PUBLIC WORKS
SUBTITLE 02 BUSINESSADMINISTRATION

23.02.01 Standard Travel Regulations

Authority: State Finance and Procurement Article, ' 10-203,
Annotated Code of Maryland

.01  Scope.

A. Unless otherwise provided by law, these regulations gpply to dl travd for officid business
undertaken by officias and employees of units of the Executive Branch of the State government, except
elected officids and officids and employees of the University of Maryland System.

B. If acontract gpecificdly provides for their gpplication, these regulaions may goply to officid
business travel of persons performing a State contract.

C. These regulations do not apply:

@ When aline item in the annud State budget specificaly identifies an item and
amount for exemption.

2 To State-owned, State-leased, or privately-owned maotor vehides. Rambursement
to employess or officids who use State-owned, State-leased, or privately-owned motor vehicles to conduct
officid business for the State is within the jurisdiction of the State Fleet Administrator, Department of
Budget and Management, and subject to policies issued by the Secretary of Budget and Management.
.02  Deéfinitions.

A. In this chapter the following terms have the meanings indicated.
B. Terms Defined.
@ "Board" means the Board of Public Works.

2 "Conferences, conventions, and seminars' means non-routine officia business
mestings for the purpose of discussing or deciding matters related to the accomplishment of position
responshilities.



3 "Credit services contractor” means a private entity under contract with the State
to extend the State credit for purposes of charging business travel expenses.

4 "Department” means the Department of Budget and Management.
) Employee.

@ "Employeg’ means an employee or officid of aunit of the Executive branch
of State government.

(b) "Employee’ does not mean eected officids and officids and employees of
the University of Maryland.

(6) "In-State travel" means travel to destinations indde the boundaries of Maryland,
and includes the Washington, D.C. area, and trave to attend meetings with the employee's federd regiond
counterpart in that federa regiond didrict.

@) "Officid busness' means the authorized duties performed by an employee or
officid of the State in the employee's or officer's defined cagpacity under the duties and responghilities
prescribed by the employment or office.

8 "Out-of-Country travel" meanstrave to destinations outside the United States, its
territories, and Canada.

9 Out-of -State travel.

@ "Out-of-State travel" means travd to destinations outsde Maryland and
the Washington, D.C. area.

(b) "Out-of-Sate travel" does not mean travel to mestings with federa regiond
counterpartsin that federd regiona digtrict.

(10) "Routine busnesstravd" means authorizedtravel on adaily basis or periodic bass
to ajob sSte other than the employee's assigned office for officid business.

(11) "Secretary" meansthe Secretary of Budget and Management.
(12) "Traning" meansthe same as provided under COM AR 17.04.10.01.

(13) "Trave sarvices contractor” means a private business entity under contract with the
State to serve as atravel agency for purposes of State employee business travel.

(14) "Travd datus' means the condition of a State employee while traveling on Sate



busness Anemployeesisnot in travel satus while commuting from home to the employees assgned office,
regardiess of the length of time of that commute.

(15 "Unit" means any department or independent agency within the Executive branch
of State government.

.03  Poalicy.

A. These regulations establish a State Travel Management Program, under the jurisdiction of
the Secretary, Budget and Management, to help ensure fairness in the application and administration of
travel expense reimbursement and to reduce and control the State's costs related to travel.

B. An employee traveling on officid busnessis expected to exercise the same care incurring
expenses as would a prudent person traveling for persond reasons. Travel for business should be
conducted & a minimum cost for achieving the success of the misson. Travelers shdl request reservations
asfar in advance as possble and shdl utilize the lowest logicd air/rail fares available. Subject to gpprova
by the unit head, use of business class is alowable when traveling to destinations outside North America,
the Caribbean Idands, and the Hawaiian Idands. Trave in firg classis not dlowable unless documented
evidence clearly indicates the trave isin the best interest of the State. An employee may not participate in
any promotiona plan, such as frequent flyer program, when this participation entails foregoing a more
favorable fare rate. Travel awards accrued under a promotiona plan as aresult of State business travel
should be applied to State businesstravel expenses, whenever feasble. Batimore Washington Internationa
Airport, as the State's preferred airport, should be used whenever convenient and cost effective.

C. State facilities shall be used for in-State meetings whenever available, unless the use of
outsde facilities is more cogt effective, or the agency head certifies that the outside facility is more
gopropriate to completing the busness misson.

D. The Secretary shdl establish reimbursement rates, subject to the gpproval of the Board of
Public Works. Expenditures for officid travedl may be consdered as reimbursable only if incurred in
accordance with these regulations.

.04  Travel Management Office.

A. The State Travd Management Office is established in the Department of Budget and
Management to administer the State Travel Management Program.

B. The State travel manager shal:
@ Oversee the operations of the Travel Management Office;

2 Monitor contractor performance and unit compliance;



3 Work with the State units to ensure the effective and efficient operation of the
Travel Management Program.
.05  Unit Heads.
A. Unit heads shdl:

@ Be respongible for ensuring compliance with this chapter by providing adequate
interna control over employee travd;

2 Desgnate an exigting employee or employeesto serve in asubsdiary capacity as
an agency travel coordinator or coordinators within their organization for the purpose of monitoring
employee compliance with these regulations and performing other duties listed in Regulation .06.

B. Exceptions to using the travel and credit services contractor or contractors shdl be
goproved by the unit head or designee in accordance with Regulation .08B, documented by the unit, and
forwarded to the Department's Travel Management Office by January 15th and July 15th of each year.
Reporting is to cover the periods of July 1 through December 31, and January 1 through June 30
repectively. This section shal be effective upon written notification of the Secretary to the unit head.
06  State Agency Travel Coordinators.

The agency travel coordinators shdl be responsble for:

A. Monitoring employee compliance in accordance with this chapter;

B. Providing assistance to employees concerning questions and problems with travel;

C. Serving as liaison with the Department's Travel Management Office and the travel
and credit service contractors.

07  Secretary.
The Secretary shdl be responsible for the:

A. Deveopment and promulgation of the regulationsin this chapter, including travel
reimbursement rates, with the approval of the Board;

B. Procurement of travel and credit service contracts and rate agreements,

C. Development and administration of travel and credit services contracts and rate
agreements,

D. Program monitoring, evauation, and guidance;



E Liaison with State units to ensure the effective and efficient operation of the trave
management program and compliance with this chepter.  This shdl include resolving problems and
complaints of the units and travel and credit service contractors and providing educational materid to
agency travel coordinators and employees.

.08 Trave Services Contractor .

A. The Secretary may contract with travel service providers, or with a single provider, to
acquire travel services for State employees traveing on officid business.

B. Upon written naotification of the Secretary to the unit head, employees shdl book dl arling,
ralway, and ship trave, dl car rentds, and dl lodging reservations through the State travel service
contractor, except under the following circumstances:

@ An unusud Stuation makes it impractica or impossble to use the services of the
State travel services contractor;

2 The State travel services contractor does not serve the area where the employee
islocated;

3 Travd arangements are to be made for the employee by the organizer of aplanned
conference, convention, or seminar in order to obtain specid discounts not available through the travel
services contractor.

C. When changesin travel planning require cancellaion or revison of common carrier tickets,
or car rental or lodging arrangements, the employee shall notify the travel services contractor as soon as
possible so that the necessary changes can be made.

.09  Air Trave Accident Insurance.

Air travel insurance is provided through the State Treasurer's Office. Beneficiaries are those
designated with the Maryland State Retirement and Penson System.  Questions concerning policy coverage
or the designation of beneficiaries shall be directed to the State Treasurer's Office.

10  Trave Authorization.

A. In-State Business Travel. Subject to gppropriated funds, routine business travel may be
authorized in accordance with appropriate internal approva procedures of the unit responsible for the
officid State business.

B. Out-of-State or Out-of-Country Business Travel. Subject to appropriated funds, a unit



head or designee may authorize out-of-State and out-of -country travel for officid busness. Regquestsfor
authorization shdl be submitted on the Comptroller of the Treasury's GAD Form X-3A, "Individud Request
for Out-of-State Travel".

C. Conventions, Conferences, Seminars, or Training Travel.

@ Subject to gppropriated funds, aunit head or designee may authorize in-State travel
to conventions, conferences, seminars, or training in accordance with gppropriate interna approval
procedures. A unit head or designee may authorize out-of-State travel for these purposes using the
Compitroller of the Treasury's GAD Form X-3A, "Individua Request for Out-of-State Travel".

2 Trave out-of-country to conventions, conferences, seminars, or training shal be
reported to the Board of Public Works. Requests for authorization for thistravel shall be submitted to the
Secretary. The Secretary shdl submit reports of thistravel to the Board of Public Works every 3 months.

11 Trave Payment and Reimbur sement.
A. Each employee's reimbursement request shal include:

@ The Comptroller of the Treasury's GAD Form X-3A, "Individud Request for Out-
of-State Trave", in accordance with Regulation .10.

2 The Comptroller of the Treasury's GAD Form X-5, "State of Maryland Expense
Account”;

3 Itemized receipted bills and such other supporting documentation of expenses as
may be required by the Comptroller.

B. Payment for Airline and Rall Tickets (Common Carier). The following conditions shal be
effective upon written notification of the Secretary to the unit head:

@ Units shal pay for employee common carrier ticketsissued by the contractor travel
sarvice using the credit account number provided by the contractor selected for that purpose by the
Depatment's Travel Management Office. Each unit or gppropriate unit divison shdl be issued one account
number and shdl be centrdly billed by the contractor for al charges. Theidentity of and accessto dl unit
account numbers shal be restricted by the unit to the essentid personnd.

2 Each unit shdl have awritten policy and assigned responghility for obtaining and
controlling common carrier tickets, particularly unused portions.

3 Unused portions of tickets shal be returned by the employee to the designated unit
officid to obtain credit. The unit officid immediately shdl return any unused portions of tickets to the



contractua travel agency for credit to be applied.
A2 Reimbur sable Expenses.

A. Gengd. The State shdl remburse employees for authorized necessary travel and related
expensesincurred by the employee. The State may not reimburse an employee for transportation, lodging,
med expenses, or any other costs incurred by a spouse, child, or other person not essentid to the business
mission, who accompanies the employee on an officid businesstrip.

B. Taxi, Bus, and Airport Limousine. Taxi, bus, and arport limousine fares incurred while on
travel satus are reimbursable when traveling to and from the airport, train tation, or bus station, or when
otherwise incurred while conducting officid business. Employees shdl use the mode of public trangportation
that resultsin the lowest logical cost to the State.

C. Rentd Cars.

@ Subject to gpprova by the unit head or designee, employees may rent cars while
on travel status when other means of trangportetion are unavailable, more coslly, or impractical. The lowest
cost vehicle necessary to achieve the traveler's misson shdl be reserved. Upon written notification by the
Secretary to the unit head, dl car rentd reservations shdl be made through the State travel services
contractor, except as provided in Regulation .08B.

2 In addition to the cogt of the rentd, the employee shdl be rembursed for necessary
and reasonable expenses incurred for the following items:

(@  Gasoline ail, and emergency repairs,
(b)  Paking;
(©) Toll charges.

D. Lodging.

@ This section shdl be effective upon written notification by the Secretary to the unit
head. Employees shall make dl lodging reservations through the State travel services contractor, except
as provided in Regulation .08B, when officid business requires the employee to remain away from home
overnight. Feld staff employees shdl make in-State lodging reservations through the State travel services
contractor whenever practicd.

2 Reimbursement shdl bein an amount equd to the actud cost of the least expendve
available rate for reasonable accommodations based on single occupancy.

3 In cases of double occupancy by two State employees, each employee shal be
reimbursed 50 percent of the total room charge.



4 In cases of double occupancy when one of the occupantsis not on State business,
lodging reimbursement shal be on the basis of the leest expensve avalable rate for reasonable
accommodations based on single occupancy.

E Medls.

@ Med dlowances for employeeswhile in travel satus are rembursable at the rates
established by the Secretary.

2 When an employeeisin travel status involving absence from home overnight, all
meals are reimbursable.

3 Reimbursement may not be made for the cost of acoholic beverages.

4 The cost of breskfast is reimbursable when an employee in travel tatus has to
leave home on officia business 2 hours or more before the beginning time of the employe€'s place of
busness. The cost of dinner is reimbursable when an employee in travel status cannot get home within 2
hours after the employee's norma quitting time. In both cases, the 2 hours are in addition to the norma
commuting time.

) In cases when an employee meets both of the conditionsof * E(4) and isin trave
datus for the entire day, but not overnight, the employee's lunch dso is rembursable.

(6) Reimbursement for either bregkfast or dinner may not be made because of the hour
at which an employee is required to leave home, or at which the employee returns home, because of
commuting to and from the employeg's normal place or places of employment.

@) When a State indtitution, as a matter of practice, charges an employee for meds
regardless of whether the employee eats a particular med, and the employeeis required to be absent from
the indtitution on officid business a medtime, the employee shal be reimbursed to the extent of the cogt of
the med charged to the employee by the ingtitution.

(8 Except asprovided in * E(2), (4), (5), and (7), above, an employee may not be
reimbursed for the cost of lunch.

9 If the regidtration fee for a conference, convention, seminar, or training meeting
includes the cost of meds, the State shdl reimburse the employee for the full regigration fee. For this
mesting, the employee may not request reimbursement for the included medls.

(10)  Members of boards and commissions established by statute who do not receive
compensation from the State may be reimbursed for actud and necessary med expensesincurred while on
officid State business. Reimbursable med expenses including tips, may not exceed amounts established
by the Secretary.



(11) Med rembursement above the standard limits is dlowable for employees
conducting business in high cost areas designated by the Secretary. Employees shdl be reimbursed for
actual amounts based on receipts, not to exceed limits set by the Secretary.

(12 Med reimbursement above the gandard limitsis dlowable for employees on trave
datus outside the United States and its territories upon submission of recelpts approved by the unit head
or the unit head's designee.

F. Conference Regidration Fees. When a regidration fee is charged, participating State
officids or employees shal be rembursed upon submission of arecapt.

G. Porter Fees and Hotdl Tips.

@ Porter fees and hotel tips per each bag carried & common carrier depots and
hotels respectively are reimbursable at the rates established by the Secretary.

2 The same per bag tip is rembursable when checking into and checking out of a
hotel.

H. Telephone and Postage Expenses.  Teephone and postage expenses incurred in the
performance of officid duties are adlowable.

l. Cleaning Expenses. When an officid or employee is required to be on travel satusfor a
period exceeding 5 working days, the cost of necessary laundry, cleaning, and pressing is reimbursable.

J. Expenses for Pasyports, Visas, and Travelers Checks. If incurred as a result of the
performance of official duties, fees for passports, visas, and traveler's checks are reimbursable upon
submission of areceipt.



Fare Policy Summary

Objective

- To provide convenient, economica travel services for State
employees traveling on official business.

Fare Policy

- Utilize lowest logical fares based on acceptable times, locations,
conditions and State Travel Regulations.

- L east expensive routing is to be used.
- Delays-in-route (not more than 2 hours) that result in materialy
lower costs are to be used. Travelers may accept/request longer

delays at their option, however.

- Promotional plans are not to be used when this results in obtaining
less favorable fare rates.



ATTACHMENT H
TRANSACTION FEES

A —Firg Two Years

1. E-Tickets $ (per ticket)

2. Paper Tickets $ (per ticket)

B — Option Year One

1. E-Tickets $ (per ticket)

2. Paper Tickets $ (per ticket)

C — Option Year Two

1. E-Tickets $ (per ticket)

2. Paper Tickets $ (per ticket)

The State will not pay service fees on non-ARC transactions, voids, exchanges or refunds






Firs Two Years

1. E-Tickets

2. Paper Tickets

Option Year One

1. E-Tickets

2. Paper Tickets

Option Year Two

1. E. Tickets

2. Paper Tickets

ATTACHMENT H-1

TICKET VOLUME ASSUMPTION

Per Ticket
Transaction Fee

Edimated
# of Tickets

11,100

3,700

5,920

1,080

6,290

1,110

Total

Edimated
Totd Cods






